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DEC < 1953
FLEOKANLUK FOHs  heting Deputy iirector (idnimistration)
THEUs ~ Ghief of sdministretion, DU/P
£0BIETs Sumaary Report on Survey of adwintstrative snd Suppert

Perscamel and sdministretive Type T/C Positions within DU/P.

1. PHOBLEY. To develop & more sound basis for justifieation of Adsinistre-
Mve-iype jobs withim She LD/P ergenisation by studying:

&. The spprepriate locatiom, orgsnizstionslly, for the most sconsmic amd
efficient performance of cessntial administrative funotions.

b The minimum number of personnel estimsted %o he required for the per~
~ fermsnce of these sdministrative functions.

2. FACT BadhING ON THE PROBLaM.

a. btudy was initially requested by si3/h ‘in agreement with U/F Adein.,
on 13 July 1953 anc actusl study bagun & August 1953,

b. Gacope included only the Pudget sod Finsnce, Logistics sad Supply and
Personnel and Training Sectione or Iranches in Administrative staffe
of the Senlor Staffs snd Ares Livisions ab headquarters.

¢. ixsluded were field pesitions, registries, secretariats, sdministra-
tive positions in other than these centralised groups snd such
organisational glements of common soncern service functions as
Recorde Integration VI Staff.

}. BItcussicn.

8. The entire study was condusted by 12 Lxsmivers under the direction
of the issistant anagement (fficer, IL/A {ID/F Area) with technieal
sselstanice and advics provided by the AL/ through representetives
of the Comptrollerts budget Iivisien, Yinance Pivision, and Technical
sccounting Staff, the Chief of the Logistics Gffiee and the Director
of Persomrel. ~ '

b, Heparate reports, by function, werc rendesped as completed, and ceor-
dinsted with appropriste sdministrative staff chiefs of the aree
Livisions prior to fimal submission to the AID/A end D/P 2émin.
Commonts were not obtainmed frem fenmior Staffs inssmuch as the study
vas limited to ome week snd the findings resultisg therefrom sub-
stantially factual im nature. U L S U
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oty Information

e. Heports to ADD/A were addressed through Ui/F idmin.

¢. Heports contain substantisl recommendations with regerd to policies,

proesdures, records and systems which are suamarised in the attach-
rants hereto.

e. Summaries of the reporis rendersd are stteched hereto es follows:

(1) Yab & = :‘?am of overall sevings in personnel eontingent on
spproval of eertain recommendations.

{2) Tab B - Rudget and Fiscal

(3) t1ab ¢ ~ I»guﬁcl

(L) Tah L ~ Personnel and Treining
he COBCLUSIONS.

s, Considerable improvemert has bLeen xadé in the past year in davelop-
ment of appropriste acministvative staffs, organizations, funetions
and procedures within elewents of the I7./P., This contimuous refine-
ment procass is resulting in more efflcient management of and
acoounting for nen, monay and matcerials. (n the mailn, the siminig-
trative functions performed in 1i/F Admin “taffs are sssential and
do not umnecessarily duplicate similar funetisne and responsi™ 1itiss
of other orgacisationsl elements of the syency.

b, uith regerd %o the ires Division idministrative Steffs it was indi-
ested that 8 total reduction of 22 positions could be effected by

(1} The transfer of trevel order preparaticn to the Centrel Processing
¥raneh, Persomnel T ffice 'I'/a and the full uwtilizstion of that
office for the prepsration of travel wouchars.

(2} Cortain changes in methods, proescures and functions as inuicated
in the stiached sumnaries and covered in deteil in the individual
TepOTiE.

5. RECUMBEBLATIONL.
8. That T/0 reductions, as indiceted in 1ab 4 hereto, bes uffeeted.

b. Thet joint comsideration eof ATL/a and L{/F Adamin be given to the
accepiance and implementation of the lecommencdations contained in
these repocts.
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